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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10327- PMDB
ANALYST’S INITIALS

smt
DATE

8/10/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Staff Space Planner
	POSITION NUMBER

719-509-4716-015
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Real Estate Services Division
	LOCATION OF POSITION (CITY or COUNTY)

707 Third Street, West Sacramento, CA 95605
	 FORMDROPDOWN 
 SALARY

$5053
TO
$6325
     

	SEND APPLICATION TO:

Personnel Liaison 
707 Third Street, 5th Floor
West Sacramento, CA 95605


Attn:  Jody Zonneveld
	REPORTING LOCATION OF POSITION

707 Third Street West Sacramento
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 am - 5:00 pm
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-1860
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Diem Nguyen, State Facilities Manager I
	FILE BY

8/20/15


	PLEASE REFERENCE RPA 10327 ON THE APPLICATION AND THE BASIS OF YOUR ELIGIBILITY
<<br>
This position is designated under the Conflict of Interest Code.  The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete a Form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment. <br>
<br> 
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations. <br> 
<br> 
SELECTION CRITERIA <br> 
· SROA/Surplus employees are encouraged to apply. <br> 
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list. <br> 
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br> 
<br>
Essential Functions: <br>
In order to secure the most appropriate and cost effective leased facilities for the state’s more difficult and politically sensitive projects; utilizing sophisticated planning analysis and applying expert planning skills in accordance with the state’s program purpose and budget, the state administrative manual (SAM), the state and departmental policies and procedures, the Space Planning Policy and Procedure Manual, various federal, state and local codes and regulations and best industry practices:

· Evaluates customer’s space requests for program requirements, lease terms, budget, time constraints and justifications for the space action requested, by reviewing data provided by the customer’s space action request forms, including: program data, plans, specifications, written justification, budget information and anticipated schedule for occupancy. <br>



	The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.
DGS JOB HOTLINE PHONE (916) 322-5990     (     CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
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	<br>
· Performs economic feasibility studies applying technical knowledge and experience, and researching current market construction costs estimate and technical reference manuals, such as the CA Building Code (CBC). <br> 
· Evaluates pending legislation that may affect the state’s facility needs and leasing operations, and makes written recommendations for improvements to planning and leasing policies and practices by using space planning experience/knowledge and a PC with Microsoft Word software in order to further provide service to customers and to protect the state’s interest.  <br> 
· Evaluates available data regarding potential facilities to assess their suitability for customer’s needs by personally reviewing available plans, inspecting potential facilities and determining if they meet the state’s requirements.  <br> 
· Assures customers’ unique space requirements are met by meeting with the Real Estate Officer and state client agencies to define and monitor project scope, schedule, and budget. <br> 
· Under the direction of the State Facilities Manager I SFM I, represents the department on space planning policies and procedure related to specific projects by conducting regular meetings with state client agencies. The work is initiated by external requests from state client agencies.  <br> 
<br>
Serves as the lead and/or assists the State Facilities Manger I (SFM I) on straight leased facility projects in accordance with state and departmental policies and procedures, the State Administrative Manual, and the Space Planning Policy and Procedures Manual, various federal, state and local codes and regulations and best industry practices: <br>
· Identifies and evaluates various space planning options by applying space planning knowledge, current facilities planning and building industry trends and indicators, and planning assessment tools (program analyses, workflow analyses, accessibility surveys, seismic surveys, etc.). <br>
· Develop and implement a plan of action, including scope, schedule, budget; communication plan; and roles and responsibilities through meetings and written correspondence with team members and state client agencies. <br>
· Meets with and acts as liaison with the SFM I, and staff of client departments to obtain project cooperation, address planning concerns, and share project information by one-on-one discussions and group meetings. <br>
· Develop and implement sophisticated planning solutions by applying expert planning skills, dealing directly with the lessor’s planners, architects, engineers and construction contractor teams regarding the project’s lease requirements, in order to further provide service to customers and to protect the state’s interest. <br>
· Monitors project progress on an ongoing basis by meeting with team members and customers, evaluating status reports from key players including the owners’ representatives and construction contractors, and keeping the Senior Real Estate Officer and state client agencies informed of significant issues that may affect successful project completion.  The work is initiated by both internal requests and external requests from state client agencies. <br>
<br> 
In order to ensure that the state’s leased facilities are secured with sound business practices and are suitable and safe for housing state agency operations by applying technical planning expertise and market knowledge in accordance with industry standards and best practices: <br> 
· Provides technical assistance to lower level Space Planners on complex or technically difficult space planning issues and in interpretation of the Uniform Building Code, State Building Code, and local building codes, by meeting with them to review their lease exhibit plans and specifications and making recommendations for improvement.  <br> 
· Makes recommendations to the State Facilities Manager I and the Planning Policy Team by doing research and participating in team meetings to develop and update the state’s leased facilities specifications and space standards.
<br>

In order to assist the Administration (Agency level representatives and DOF representatives) and the Department in the ongoing improvement of statewide policies, develops and provides recommendations to the State Facilities Manager I using planning expertise, knowledge, written and verbal recommendations, attending meetings, making presentations, etc., in accordance with industry standards and best practices, and various federal, state and local codes and regulations. <br>
<br>
MARGINAL FUNCTIONS  <br>
In order to assist the SFM I in budget preparations, develops workload projections relative to the statewide leased facilities program by gathering statistics, by developing excel spreadsheets and providing documentation to the SFM I, in accordance with the standards and guidelines.  <br> 
> 

b
Provides functional guidance (through verbal and written communication i.e. e-mails and one-on-one discussions) in order to train and develop the less experienced staff in accordance with established policies and procedures following direction received from management. <br> 
<br> 

Serves as a backup in the absence of the SFM I (unit manager) in order to provide lead and technical support by assigning new projects and reviewing completed projects, and attending management meetings in accordance with Design Services Section policies and procedures.  <br> 
KNOWLEDGE AND ABILITIES <br>
Knowledge of:  Principles and practices of architecture, office planning and design, and development of facilities planning programs; building code requirements and other regulations affecting building design; architectural and building materials; project management; structural, mechanical and electrical engineering as related to buildings. <br>
<br>

Ability to:  Do designing, rendering, planning and drawing; lay out, inspect, and check the work of others; review and utilize existing facilities and make recommendations for more efficient, economical and functional utilization of space; analyze situations accurately, make recommendations, and take effective action; establish and maintain cooperative relationships with those contacted in the work; communicate effectively; coordinate and manage projects to completion; promote and be accountable for customer satisfaction and quality service; initiate or recommend changes that promote innovative solutions to meet customer needs. <br>
<br> 
SPECIAL PERSONAL CHARACTERISTICS <br>
· Demonstrated creative and artistic ability, tact, and willingness to travel throughout the State. <br>
· Ability to exercise a high degree of diplomacy, initiative, independence and originality. <br>
<br>

Desirable Qualifications <br>
· Excellent leadership skills. <br>
· Excellent problem solving skills. <br>
· Analyze situations accurately, make recommendations, and take effective action. <br>
· Establish and maintain cooperative relationships with those in the workplace. <br>
· Promote and be accountable for customer satisfaction and quality service. <br>
· Initiate or recommend changes that promote innovative solutions to meet customer needs. <br>
· Set priorities, organize and work independently with high level state agency officials, local building officials and building owners. <br>
· Effective use of computer using Auto CAD (2013),Word, Excel, Access, Microsoft Project, Outlook and PowerPoint Willingness to work at odd hours and to travel throughout the State. <br>
· Possession of a valid California driver’s license, Class C. <br>
· Willingness to work at odd hours and to travel throughout the State. <br> 
<b



